
SPECIAL NON-MERIT RECRUITMENT VACANCY ANNOUNCEMENT 
 
Classification Title – Administrative Specialist III, 9613  
 
Date Posted – 21 September 2010 
 
Pay Grade/Salary Range – Grade 12, $2,427.44 - $3,215.72 
 
Agency – Military Affairs, Division of Emergency Management 
 
Work Location – Frankfort, Franklin County 
 
Agency Comments – This position is an Unclassified, Non-Merit, Non P-1 position under KRS 
36.040(1)(r).   
 

General Job Duties –Provides administrative support to the State Emergency Planning 
Commission and R-5 Manager.  Attends meetings and trainings and assists with required 
quarterly meetings.  Also provides administrative support to Area 5 Regional Response 
Manager.  Creates and maintains an electronic database of Tier II payments.  Reviews 
Tier II payments and ensures that the right amount of fee has been paid.  Ensures 
reporting compliance of mandatory hazardous materials storage and handling facilities 
and is responsible for searching for non reporting facilities.  Provides technical assistance 
to the state and county LEPC’s in development and tracking of HAZMAT facility 
response plans/updates, yearly eligibility requirements and grant applications.  Assists in 
the CEOC during Presidential Declarations, emergencies & disasters.  Provides 
administrative support to the State Emergency Planning Commission and performs other 
duties as assigned. .   
 
Minimum Requirements – Education:  Graduate of a college or university with a 
bachelor’s degree.  Experience:  Must have three years of professional experience, 
administrative or business experience.  Substitution Clause: Education:  Additional 
education will substitute for the required experience on a year-for-year basis.  
Experience:  Additional administrative, business, research and/or clerical experience will 
substitute for the required education on a year-for-year basis. 
 
General Description of Benefits – Excellent benefits including paid health and life insurance, 
vacation and sick leave, holiday pay, retirement and optional deferred compensation plan. 
 
How to Apply – Contact Teresa Lee, HR Specialist III, Department of Military Affairs at 
teresa.lee2@us.army.mil or 502-607-1237. 
 
Application for Deadline – 01 October 2010 


